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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Resetting CAPPS Career Section Password

Note: This Desk Aid was written to the specifications
of CAPPS Central agency modules and may not reflect
the unique process variations implemented by
individual or non-Central agencies.
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Resetting CAPPS Career Section Password

When a CAPPS Career Section candidate needs to reset their account’s password, they can do so using an access
code through self-service functionality. After providing account information on the CAPPS Career Section Login

page, an access code is sent to the email address associated with the account. However, if the account does not
exist, a new account needs to be created.

Resetting a CAPPS Career Section Password

Open the external CAPPS Career Job Openings page.

Job Search

Keyword

¥ Posting Date

¥ Organization

.
a pps TEXAS COMPTROLLER OF PURLIC ACCOUNTS
o

CRNTRALITAD AEOUNTING § PATROLLIPISSSHNEL ETRTIS

Welcome. You are not signed in

Sign In
My Jobpage

’ - View All labs.
Location Organization Q

Job Openings 1 - 25 of 457

Save this Search ?
Sort by
Posting Date | | Descanding

Requisition Title Location Posting Date Actions

Generating an Access Code

An access code is required to reset a CAPPS password. To receive an access code:

1.

Select the Sign In near the top right-hand side of the page.
A Privacy Agreement page displays.

.
a pps TEXAS COMPTROLLER OF PUBLIC ACCOUNTS

EEMTRALIE AE48RTINS & RATIHLLIPSbRREL FPETIN

Wilcome. You are nol signed in

4 Job Search

Privacy Agreement
WARNING — RESTRICTED GOVERNMENT SYSTEM

This system is restricted to authorized users only. Unauthorized access use, misuse or modification of this system,
the data contained herein, or in transit to/from this system may constitute a violation of federal, state and local
laws and subject individual(s) to criminal and/or civil prosecution and penalties. This system and associated usage is
subject to monitoring and security testing by authorized personnel. Ther is no expectation of privacy except as
otherwise provided by applicable privacy laws.

1 Accopt | | Dacling

Select | Accept to proceed.
The CAPPS Career Section Login page displays.

Welcome. You are not signed in.

# Job Search

Login

Mandeiory fieda are marked with an asterish
=Usor Namo
#Paseword

Forgat y
Forgal ye

[Cogin [t ser |

To access your account, please identlly yoursall by proviaing The Iformation requestad in e elds below. Men click "Login'. I you are not ragistered yel, click "New user” and Tolkw the INsIUCtions 10 creale an aceount.
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3. Select the Forgot your password? hyperlink.
The Forgot Your Password? page displays.

CRETAA LIS ASCOUTING § 4ATROLLIS IR AREL SEVTRN

Walcome. You are not skgned in,

£ Jdob Search

Forgot Your Password?

fou the sgency you ar trying to reach
Mendetory R are mArked Wi an asiersh

iLser Nama

+Emal Addross

Planss antor your User Nome and Emal Addrass balow, select O and than follow the instructions. 1 you have questions or nead help logging in, you must contact the agency you are applying ta for assistance. This can ba done via phone or smail Use the Contact Us link to locate the correct agancy contact information

4. Enter the USER NAME and EMAIL ADDRESS associated with the candidate account.
5. Select OK.
The Email sent! page displays with a message confirming:
e The request was made.

e An email containing instructions to reset a password was sent if an account associated with the
provided user name and email address exists.

Using the Access Code to Reset a Password

A Forgot Your Password? email containing the password reset hyperlink can be located at the email address
associated with the account if the user name and email address exist in CAPPS Recruit.

We received your CAPPS Careor Section password change request. Please 1050w e nstructions Delow 10 reset your password in 0rder 10 regain access %0 your CAPPS Career Section
CANGIBA BCCOU

You must use T Ik 10 ret yOur Dasswoed. Please ciick he hyperink 10 Dogn
¥ you receive he Privacy Agreement screen, select | AcCept 10 continue

On the Forgot Password screon, enter your User Name and e Access Code provided Delow (you may copy and paste the informanon ). Select Logn
Access Code

On the Change Password screen, entier he Access Code 2000 and 3 new password In e New Password and Confiem New Password feids. Select OX
The CAPPS Caroer Secton will LDOte yOur Passwond and then Gaglay 1he 100N sCreen agan. Enter your User Name and new Passaord, and sekect Logn

¥ you have Questions Of need help IDOUNG N, yOu Must CONtACT Ihe 20enCy yOu are 200ing 10 10r assstance. THis Can be Gone via phone of emal. Use the Contact Us ok on e CAPPS
Career Section 10 locate the Comect aency ConBact INformation kr the agency you e Tying %0 reach

Best rogards
CAPPS Recrutt

Reghes 10 Tvs message are undeliverable. Please 0o not reply

The email:
e May take up to ten minutes to be received.
e Comes from capps.recruiting@cpa.texas.gov.
e Contains the necessary hyperlink and access code to reset the password.

Resetting CAPPS Career Section Password Jan. 20, 2026 Page | 2


mailto:capps.recruiting@cpa.texas.gov

CAPPS Central Desk Aid

To reset a password:

1. Select the hyperlink in the email.
The Privacy Agreement page displays.

a ppS TEXAS COMPTROLLER OF PUBLIC ACCOUNTS

ERNTRALIND A448NTIn § PATSLL PR bumEL FPETIN

Welcome. You are not signed in

# Job Search

Privacy Agreement

WARNING — RESTRICTED GOVERNMENT SYSTEM

This system is restricted to authorized users only. Unauthorized access use, misuse or modification of this system, the data contained
herein, or in transit to/from this system may constitute a violation of federal, state and local laws and subject individ ual(s) to criminal
and/or civil prosecution and penalties. This system and associated usage is subject to monitoring and security testing by authorized
personnel. Ther is no expectation of privacy except as otherwise provided by applicable privacy laws.

1Accapt | | Ducline

2. Select | Accept to proceed.
The Forgot Password page displays.

.
a p ps TEXAS COMPTROLLER OF PUBLIC ACCOUNTS

CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

Welcome. You are not signed in.

4 Job Search

Forgot Password
You received an email in regards to a forgotten password. Please enter the login information as provided in the email

Mandatory fields are m

+User Name

#Access Code

3. Enter the USER NAME and the ACCESS CODE from the Forgot Your Password? email.

4. Select Login.
The Change Password page displays.
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Changing a Password

When electing to reset the password and after logging in with the provided access code, a new password needs
to be entered.

.
apps TEXAS COMPTROLLER OF PUBLIC ACCOUNTS

you are signed in

Change Password

This page allows you to change your password

Usar Name

vAccass Code
sNew Password

+Confirm New Password

Texas.gov | Statewide Scarch from the Texas State Library | State Link Policy | Texas Homeland Security

et Texan Gow » Contact Us
Frivacy and Security Policy | Accowibibity Policy | Link Pulicy | Public Information Act | Compact with Texans

To change the password:

1. Enterthe ACCESS CODE from the Forgot Your Password? email.

2. Enter a new password into the NEW PASSWORD and CONFIRM NEW PASSWORD fields.

3. Select OK.

After the password is changed, the CAPPS Career Section logs out of the account and the Login page
displays.

.

Welcome. You are not signed in.

£ Job Search

Login
To access your account, please identify yourself by providing the information requested in the fislds below, then click "Login". If you are not registered yet, dlick “New user” and follow the instructions 1o create an account
Mandatory fields are mamked with an asterisk

+Usor Name

+Password

Texas.gov | Statewide Search from the Texas Stase Library | State Link Policy | Texas Homeland Securiry

Gov = Contact L

Comptroliet. Texa. act Us
Frivacy and Secarity Policy | Accessibility Policy | Lisk Palicy | Public Information Act | Compact with Tesams

4. Enter the USER NAME and the new PASSWORD entered in the previous step that is now associated with

the candidate account.

5. Select Login.

The Job Search page displays with the account holder’s name shown on the page, indicating that the
CAPPS Career Section account was logged into successfully.

Wet=rre | 1. You are sigred in

JobSaarcn  my Joboage

Keymord Loaation Crganization Q
Job Openings 1-25 of 565

» Pasting Outs B cevetisc

¥ Organiawian
[ ——— Requ-sition Tt
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Tips and Troubleshooting

General information and suggestions regarding login issues:

e The CAPPS Career Section is not optimized for mobile use.
O Use a desktop or laptop to recover a user name and reset a password.
O Use the most recent browser version.
e CAPPS Career Section candidate accounts locks after multiple unsuccessful login or password
recovery attempts.
O A notification email is sent to the email address associated with the locked account.
O The account unlocks automatically after five minutes.

O Use of an incorrect USER NAME, PASSWORD , access code and/or email address all have the
potential to lock an account.

O Select the Forgot your user name? hyperlink on the CAPPS Career Section Login page to recover the
user name or confirm the correct user name associated with an email address.

O Some candidates have multiple accounts with different login credentials.

e Common issues for recovering a user name and password:
O Once the Email sent! page displays, closing the browser tab or window is recommended.

O Successful password resets require the use of the Forgot Your Password? hyperlink.

O Ifthe Forgot Your User Name email is not received, the email address did not match a candidate
account. The candidate account may have been created using a different email address.

O Exercise caution if using a saved USER NAME and/or PASSWORD.

O If a CAPPS Career Section password is saved, update the saved passwords after resetting the
account PASSWORD.

O Verify the user name and password are for CAPPS and not for a different company’s Career Section.

e Regarding email addresses associated with CAPPS Career Section candidate accounts, keep in mind
the following:

O Ifthe USER NAME and PASSWORD are known, the user can log in to the account to update the
email address for the candidate account.

O Ifthe USER NAME or PASSWORD is unknown, it can be recovered by providing an email address
associated with the candidate account. An access code is emailed to the email address associated
with the candidate account — therefore, access to the email address is necessary to receive the
email.

O Ifthe USER NAME and PASSWORD are unknown and access to the email address associated with

the candidate account is unavailable, a new candidate account needs to be created with an email
address where access is available.
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Revision History

Date Description of Change Changed By

Jan. 20, 2026 Initial release. G. Banata
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